PROCEDURES FOR COLLECTION OF FEGLI
FOR CONTINUATION COVERAGE (Up to 24 Months) WHEN ON ACTIVE DUTY
Background
Public Law 110-181, the Department of Homeland Security Appropriations Act was enacted
January 28, 2008.  Section 1102 of the Act authorizes the continuation of FEGLI coverage for up 

to 24 months for Federal employees called to active duty.  This provision is effective January 28, 
2008. 

The new law allows employees who enter on active duty, or active duty for training in one of the uniformed services for more than 30 days, to continue their FEGLI enrollment for an additional 12 months (the first 12 months are free), for a total of up to 24 months.  Employees electing to continue their FEGLI enrollment for an additional 12 months must pay both the employee and agency share of premiums for their Basic coverage, and pay the entire cost for any Optional insurance (there is no agency share) for the additional 12 months of coverage.

Benefits Administration Letter (BAL) 08-203, Federal Employees’ Group Life Insurance

(FEGLI): Additional Continuation of Life Insurance Coverage for Federal Employees Called to 
Active Duty and BAL 08-203, Question and Answers is at Enclosure 1.  

Human Resource Office (HRO) Requirements

The servicing Human Resource Office (HRO) will immediately notify all affected employees concerning the opportunity to continue their coverage for an additional 12 months.  HROs must provide the employee with an election notice so they may make the appropriate election.  A copy of the Notice and Election Form that DoD HR Components are requested to use to provide notification to eligible employees and allow them to make an election is at Enclosure 2.  

The employee must make a decision to continue or terminate FEGLI coverage for the 12 months following the first 12 months of free coverage at no charge and return the completed Notice and Election form to his/her HRO by the designated date.  
Employees newly activated for more than 30 days, should make their elections before they leave for active duty.  Employees currently on active duty must make their election at any time before the end of their first 12 months in nonpay status. 
Remark code B76 should be used for Nature of Action Code 473 (LWOP-US) and 353 (Separation-US) actions when the employee has FEGLI coverage.    

B76:  “FEGLI coverage continues at no cost to you until your time in nonpay status totals 12 months. If you are in active duty military status, you may elect to continue FEGLI coverage for an additional 12 months by paying both the employee and agency premiums (Basic coverage) and by paying the entire cost (Optional coverage). Per Section 1102 of Public Law 110-181, you must make the election before the end of your first 12 months in nonpay status. Contact your servicing Human Resources Office or see the FEGLI Handbook at http://www.opm.gov/insure/life for detailed information.” 


Employees serviced by the Defense Finance and Accounting Service (DFAS) Defense Civilian Pay System (DCPS) electing continuation of their FEGLI coverage for an additional 12 months, must remit bi-weekly payment(s) via a personal check to the Clevland Disbursing Office.  Checks from employees must be made payable to: DFAS-CL DSSN 8522.  

Election to Continue Coverage
If the employee returns the election notice form by the designated date and wishes to continue FEGLI coverage, the HRO must notify the employee of the following information:

· Effective date of coverage
· Premium payment amount (combined amount for employee and agency contributions).  This information can be found from one of the following sources:

· Pay history in DCPS (most recent pay history when employee was in a pay status)

· Personnel Payroll Application Data (PAD) File (under Finance Info Contributions DDF; 
Bi-weekly employee/agency)
· Contact Servicing Payroll Office’s Customer Service line.
· Timeline for sending premiums 
· HR must provide the employee with dates for the bi-weekly pay periods and pay dates to avoid the employee missing payments
· Copy of Payroll Remittance Form along with payment.  (Enclosure 3)
· HR should enter the address of the disbursing office where payment should be sent on the remittance form.
· Explanation for what happens if premiums are not received timely (FEGLI coverage will terminate after two consecutively missed payments.)
· Once the employee has completed and returned the Notice and Election Form to the HRO, the form is finalized by HRO and must be submitted to the servicing payroll office (to establish an account) via Imaging Fax # (317) 510-9771 or DSN 699-9771.  A copy of the form is filed in the Official Personnel Folder on the right side (attached to the latest SF-2817, Life Insurance Election form).  If an electronic system is used, a method must be established to identify affected employees and ensure that processes are affected timely.
· HROs may contact the PRO through normal contact methods, Customer Service Help Desk, or Remedy System when unable to log-in to view DCPS information for review and verification of employee information.
Elect Not to Continue Coverage or Does Not Return Election Notice
Employees who do not wish to continue coverage must submit the Notice and Election Form indicating their election for coverage to terminate at the end of 12 months in nonpay status either before they leave on active duty or immediately after notification of the opportunity to extend FEGLI coverage.  FEGLI coverage will continue free for 12 months in nonpay status, after which it will terminate, subject to the 31-day extension of coverage and the right to convert to an individual policy.  The HRO must follow the usual rules to terminate the FEGLI coverage and prepare the SF 2821 “Agency Certification of Insurance Status,” the SF 2819 “Notice of Conversion Privilege,” and a memo indicating the reason for the termination, and attach it to the most recent SF 2817 Life Insurance Election” in the employee’s file.  It is important that the HROs give employees the information necessary to convert the FEGLI coverage.

When the employee’s free 12 month period expires the HRO will submit the termination of FEGLI to the payroll office via the personnel interface for those employees who are still active on DCPDS and DCPS in nonpay active duty status.  
Elect to Decrease FEGLI Coverage If employee decides to decrease the amount of coverage, the employee must notify the HRO in writing.  This decrease of coverage applies only to FEGLI.  
· SF-2817 is not to be completed by the employee
· The HRO will provide acknowledgement of employee’s request to the employee and advise the employee of new premium amount
· The agency will process Nature of Action (NOA), 881, FEGLI Change and document the appropriate remarks below.
· You elected to retain Basic or Basic and Additional FEGLI coverage beyond the initial 12 months. You will be required to pay the cost of both the employee and government premiums for this coverage while you are in nonpay status and no deductions are withheld.  (DCPDS remark code YF1)
· Upon your return to duty, your coverage will be restored to what you had prior to being placed on LWOP.  (DCPDS remark code YF2)
Employee Elects to Cancel All of Their Insurance Coverage During the Second 12 Months of Coverage?

Employees may cancel some or all of their coverage at any time.  However, if an employee elects to continue coverage after the first 12 months of nonpay status and then wishes to cancel all of the coverage, the employee must do so by notifying the agency in writing.  Notification should not be made on the SF 2817 “Life Insurance Election,” because this written request to end coverage only applies to coverage during the 24 –month nonpay period. Coverage canceled will be subject to the 31-day extension of coverage and the right to convert to an individual policy.  

Employee Returns to Work
Once the employee returns to work in a pay and duty status, the HRO must reinstate FEGLI coverage to the amount of coverage the employee had prior to being placed in nonpay status by processing NOA 881.  Reinstatement of the original FEGLI coverage applies even if the employee decreased or terminated insurance for the additional 12 months.  DFAS will perform a reconciliation of FEGLI premiums when the employee returns to work and resolve any overpayments or underpayments.  


Employee does not return to a pay and duty status after the end of 24 months
HRO will terminate FEGLI coverage and the employee will be given a 31 day extension of coverage with the right to convert to an individual policy.    HRO must notify payroll as soon as possible upon decision of employee not to return.  DFAS will perform a reconciliation of FEGLI premiums when notified of separation and resolve any overpayments or underpayments.  
Employees who separate to enter active military duty 
Employees who separate to enter active military duty are considered to be in nonpay status as long as they have reemployment rights under USERRA.  Therefore, it is still the agency’s responsibility to administer the extension of FEGLI coverage to those who qualify.  The HRO must notify payroll of the election.  Payments must be established and paid to DFAS by the employee as outlined for other employees in nonpay status.
The following remark should be included on the separation transaction (NOA 353).

· You elected to retain Basic or Basic and Additional FEGLI coverage beyond the initial 12 months.  You will be required to pay the cost of both the employee and government premiums for this coverage while you are in nonpay status and no deductions are withheld. (DCPDS remark code YF1)
Note:  HRO will be advised by the payroll office when an employee has missed 2 consecutive payments.  Prior to terminating the employee’s coverage, it is imperative that every attempt is made to verify whether it is the employee’s intent to no longer continue FEGLI coverage due to the sensitivity of their assignment.

Employees with Retroactive Election Opportunities

HROs must promptly notify all employees currently on active duty who’s first 12 months of free coverage terminated on or after the law’s effective date of January 28, 2008 of their opportunity to retroactively elect coverage to the effective date of the termination of the FEGLI coverage.  The preceding procedures apply with the following exceptions:
· Employees should be instructed to contact the HRO for information regarding the lump sum payment of retroactive premiums required to continue the FEGLI coverage

· Provide the due date for full retroactive premium payment

· Employees must respond within 60 days of receiving the notice
All Checks from employees must be made payable to:  DFAS-CL DSSN 8522
For employees paid by DFAS Cleveland Payroll Office, with a Payroll Office ID of: 97380600, 97380700, 97381400, 97381500, 97381800 

Mail checks to:

DFAS-CL Disbursing

P. O. Box 99555
Cleveland, OH  44199
For employees paid by DFAS Indianapolis Payroll Office, with a Payroll Office ID of:

97380100, 97380500, 97380800, 97381000, 97381100, 97381200, 97381600, 97381700, Mail checks to:

DFAS-CL Disbursing

P. O. Box 99555
Cleveland, OH  44199
Servicing Payroll Office Requirements
The servicing payroll office will receive notification of election from HRO and compute the bi-weekly employee and employer share for FEGLI basic and the employees share for any additional optional FEGLI that the employee is continuing.

The servicing payroll office will inform the HRO of the bi-weekly amount due for input on the notification letter sent to the employee.
Payments will be calculated on a bi-weekly basis.  Employees will be permitted to send in advance payments due to the sensitivity of their mission and possible delay of mail service at various locations.  All payments submitted must be in equal biweekly increments.
The servicing payroll office will set up a suspense file for each of the employees who have elected to continue FEGLI after their first 12 months on LWOP Military.

The servicing payroll office will notify HRO if the bi-weekly premiums are not received for 2 consecutive pay periods.  Note:  The Election and Notice Form that is faxed to payroll has the contact info for the HR POC.  HRO will take the necessary precautions to determine the employee’s status and prior to terminating the employee’s coverage. 
The servicing payroll office will retrieve cash payment vouchers processed through the Cleveland Automated Disbursing System (ADS).  Payroll Office can access ADS following the E-portal instructions titled “Daily Collection of Vouchers (COV)/Disbursing of Vouchers DOV Listing through Automated Disbursing System (ADS) Report S0110”.
The servicing payroll office will manually adjust the employees FEGLI record in DCPS to indicate payments have been made.

The servicing payroll office will systemically prepare a SF 592 or add to the current SF 592 the payment amount received.  Note: the employee is paying both the employee and employer shares for continuation of FEGLI, so the reports must indicate that this is for continuation of FEGLI.

The servicing payroll office will ensure the cash payments are manually added to the electronic SF 2812 report.  Payroll Offices will follow their current procedures for posting cash payments to the SF 2812.  
Upon the employee’s return to duty or termination of FEGLI coverage after 24 months, the servicing payroll office will reconcile the record and inform the employee of overpayments and underpayments.  For employee’s who separate to report to active duty, a reconciliation will be performed by the servicing payroll office. 
Cleveland Disbursing Office Requirements
The Cleveland Disbursing Office will receive the payments from the employee and will post receipt of employee checks into the Automated Disbursing System (ADS).
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